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Proposed book dispatch

0 : Chiefs of Stations and Dases
SUBJECY t Hew Payroll Pumbers for Staff Smployees
ACTION REQUIRED: As indicated in paragraphs 2 and 3

1. Elffective with pay period munber one for 1980, which
begins oun 29 November 1856, a new series of identification
mambers consiasting of five digits will be placed in use for
staff employees. This is part of a program at Headquarters
to sdopt s unified or common index number system. New
numbers for euployoss at your station/base are on the attsched
lismt,

2. This changeover to a new series of numbers shall be
accomplished at 2ll stations and bames effective with the pay
period beginning 20 Movember 19559, New mumbers shall be
identified with stalf employces at your ststion and vsed in
connectiion with their pseudonyms on 21l payroll documents,
{including transfers of accountability (T/A's) or station
accountings reporting field alletments paid ami duty status
reports) in correspondence, and on miscellaneous forms per-
taining to the individusl. This change affocts staff ewployees
only.

3. Any documents (T/A'm, station accountings reporting

field allotments, duty status reports, etc.) submitted to
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Headquarters subsequent to the regular reports for the period
ending 28 November 1959 sball be sulmitted uaing the new
mnber even though such document may be for a period prior to
the effective date of conversion. This reguirement ism aade

because all of lHesdgquarters® staff ewployee payroll records
will be converted to the new mumber as of 29 NKovember 1950,

4. Begianing with the pay poriod 29 November -

26 Decomber 1959 earnings statements will no losmger roquire
sterilization of names upon recaipt at the station since such
statenents will be in pseudonym, An esarnings statement for
this pay period will be sent to the field Ior each staff
asployee showing the new payroll identification numnber to
serve as verification of the nev numbers in the comversion of
the field station files., New mumbers will also be provided
to the field on the Foreign Duty Data Sheets for employees
currently departing Hesdguarters who may be ocuitted from the
list atiached. Do not use these new numbers before the
effective date,

5. If a new number is required on or after the effective
date stated, but it has not been reported through one of the
methods indicated, prepare the necessary information or
report for submission to Headguarters using the smployee's
pseudonyn oaly, and advise Readguarters that s mmber is
required for the employee(s) involved., Lesve the number space

[

-2-

SEERET--

Annrovuas ar Palg a_2NNNINS - B () (] DRUOUS000 300 -

sl s




c‘*__

blank. The new number will be added at Headquarters, as
necessary, during the interval of the conversion,
6. Do not use tbe olé numbers after the effective dste
39 November 1950
to Beadquarters, ewcept for WWSW the pay
period ending 28 Noveubor 1959, as stated in parsgraph 3
sbove,
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